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28 Avgust 1975

MEMORANDUM FOR: Executive Assistant, Office of Personnel

SUBJECT : Highlights of Activities for the Control Division
for the Week Ending 28 August 1975

I. Highlights of activitles for this Division for this week are as
follows:

A. Ms.| | OP/Review Staff, was given a tebulation
whilch showed the number of Professional Accessions into Btaff
imployment during fiscal years 1974 and 1975.

B. Ms. | | OP/Plans Staff, was given a 1list of
GS8=15 and above Female Employees on duty as of 31 July 1975. There
were 2h: 1 GS~17; 4 GS-16's; and, 19 G8~15's. One of the G8-15's
was a part-time Contract Employee.

C. At the request of Career Management Group/DDO, Position
Inventory seerched 38 8F-7 Cards to ascertain whether the employees
haed received Q8I's during the past yesar.

D. Position Inventory has been working on o PRA mismatch
listing submltted by 8RB. The listing centaeined 99 names of em-
ployees who were not PRA and should be; of the 99 nemes, 52 names
had to be researched Tor additlonal deta. Posltlon Inventory has
made corrections of part of them and heve conbected the Operating
Divislon Personnel Offices to resubmit sctions on the rest.

B. As a result of the Annusl Inventory of Actlve Offieial
Personnel Folders, Files Section reports only 6 sre unaccounted for.

F. Qualifications Analysis Branch activitles:

1. 31 Biographic Profiles were prepared;

2. 86 Bilogrephic Profiles were updated;

3. 79 Biographic Profiles were furnished "As Is";

by, 54 Employee Files (b82 lines) were coded;

5. 278 Cases (835 lines) - Coding updated;

6. 66 Language dats record forms were coded and
posted to the languege roster;

7. 2,787 Shests were xeroxed.
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PYage Two

Subject: Highlights of Activities for the Control Division
for the Week Ending 28 August 1975

G. RAO/OP attended the DDA/Records Officers meating on 20 August
1975, Miss[_ ] presented an outline of the Records Manage-
ment conference which will be held in late October 1975. She also
announced that the DDA/MBO querterly report has been changed to a semi-
annual report beginning in January 1976.

He $8Speclel Activity Report:

1. The project for Ms. Anne Karelikas, Senate Select
Committee Steff, was complsted. The finel report listed the
personnel who served with 088 and then served with CIA at the
GS«11 or ebove levels. There were 575 who met this criteria
of which 80 ere affiliated with the Agency as Staff Employees
and 20 as Annultants or Contrect Employeas.

2. S8S8C/HBC request - Required Position Inventory to search
through more than 15,000 "Record of Inquiry" cards for specific
data. There was a two day deedline estsblished and the request
took 26 hourg. As a result of the urgency for this data, PI
was unsble to process over 150 routine personnel actions for
the 27 fugust computer cut-off.

Branch: TEB

Parsonnel Hours Grade
4o G8-12

6 GB-~09

5 G8-07

21 GS-06

12 G8=05

1 GS-0k

Branch: 8RB

G8=13
G8=07
GS=0L

~Jw N

TOTAL HOURS 97
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